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NO.
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TOWSON STATE UNIVERSITY - A s s i s t a n t t o the Vicp PrP<Hrie>rn- for Business & Finance
AOENCY

Item
No. Description Retention

CORRESPONDENCE
A. Institutional Correspondence- Subject arrange
ment of original incoming, copies of outgoing
letters,memoranda, reports, meeting minutes,
directives, studies and policies relative to this
office.

B. Miscellaneous Correspondence - Subject
arrangement of original incoming, copies of out-
going letters, memoranda, reports, meeting minutes
directives, studies and policiies relative to this
office.

FINANCIAL INFORMATION - these are budget and financia
reports relative to this institution.

Screen annually. Destroy
materialiover 3 years old

•i which has no further value
Materials which illustrate
policy, procedures & develjpmei
of the college are to be
transferred to a history fh.le
for permanent retention in
Towson Center Storage.

Screen annually. Destroy
material over 3 years old
which has no further value.
Materials which illustrate
policy, procedures & develolpmen
of the college are to be
transferred to a histbry file f<
permanent retention in Towsbn
Center Storage.

Screen annually. Destroy
material over 3 years old
which has no further value
Materials which illustrate
policy, procedures and dev
. opment of the college are
transferred to a history f
for permanent retention in
Towson Center Storage.
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